
Has the candidate ever 
been an Office 

Assistant?

Does the 
candidate have 

one year of state 
service experience 

as an Assistant 
Clerk?

This candidate 
may be eligible for 

appointment.

If they are not 
already in the 

Office Assistant 
Typing class, the 
candidate must 
bring a copy of 

their typing 
certificate to the 

interview.

Did the candidate graduate 
from high school? Complete 

a business school 
curriculum? Or complete a 

clerical work experience 
training program?

NO

NO

YES
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HIRING GUIDE
OFFICE ASSISTANT (TYPING)

Does the candidate 
have one year of 

clerical experience?

This candidate is 
most likely not 

eligible for 
appointment.

NO

NO

This candidate 
may be eligible for 

appointment.

The candidate 
must bring a copy 

of their typing 
certificate to the 

interview.

YES

YES

YES

http://www.dgs.ca.gov/ohr/Resources/Toolkits/HiringToolkit/HiringGuides.aspx
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